Initial Processing -Case Creation: Appeals 







Topics Covered for Appeals 



























































■ Appeal Reference - indicator that is 
inextricably linked to the pertinent FOIPA 
case. 

■ Appeal - a FOIPA case that has been re¬ 
opened in response to an OIP remand. 
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1. Access FOIPA case 
through Retrieval 
Search 

2, Click on ADD 

APPEAL 
REFERENCE icon 



Case Summery ? Status!; Expedites Fee Waiver j! Case Searches i Case Files jj Documents1|jvotk Items; Reteases 5 Case Fees; History: 


TypejFOIA 
rai/PA# r 


Sub Type * Reopen 


Sub Sub Type: 


Requested Media: 


Requester Type- 


Max Cost 


Received - 


fobjetf.' • • • 

De$criptioi 


Category: 


Primary Analyst; 


las. 

Individual 


Secondary Analyst; 




Si:$arj£ihg Olfice: 


HQ - FBI Headquarte : . 
AA - Ankara 
AC - Accra 
AD - Abu Dhabi 
AG - Algiers 
AH - Athens 
AL • Albany 
AM-Amman 
AN - Anchorage 


FBI Headquarters 


Select > > 


« Remove 


Remove 



















































^ Appeal Rstesencs 

Appeal #*|| 201212345 


Created Date 105-23-2012 


Status'* jOPEN 


Adjudicated Date 


Modified Date 


Modified By User Name goes here 
Assigned To User Name goes here 
Closed By User Name goes here 


Assigned Date 


Closed Date 


Attorney Name 


•e ihtdimaSci 


FOI/PAt^ 
Subject Description^ 
Sub-Description 

Subject Type 
Case Type 
Sub Sub-Type 


Created Date 


Subject Category 
Sub-Type 


Closed Reason 
Reopen Reason 
Suspend Reason 


Closed Date 
Reopen Date 
Suspend Dote 


b5 

b6 

b7C 


Enter APPEAL 
NUMBER (this is 
found in OIP's 
appeal letter). 


Enter Status, which 
will most likely be 
"OPEN" at the initial 
entry stage. 


Click SAVE and exit 
out the GREEN 
DOOR. 


nma 


Creating an Appea 




































The appeal reference 
can be accessed and 
modified from either the 
STATUS tab of a 
request or from the 
APPEAL REFERENCE 
folder. 

c The STATUS tab of a 
FOIPA case will also 
indicate that there is an 
appeal pending forthe 
case. 

If you have the 
APPEAL REFERENCE 

folder, you will be able 
to see the appeal 
reference from the 
folder. 



Shortcuts: 


Folder Path. 


|lnbasket\Gen Case\GC IPU Work 


O GC IPU Direct Assic 
; □ GC IPU Review (12 
^GCIPUWoik(l&85 

■ ■ CD GC IPU Work Unas: 
CD Gen Case FOIPA Work 
Q Gen Release 
: CD Gen Rel IPU Review 


Case Summary Status ; Expedite; FeeWarver ■ Case Searches 5 Case Fdes: Documents? ‘Work : terns ? debases ? Case Fees 5 "islpry 
Ct )t it Status. iOut ol Workflow 


vypiov 


I pdafced p: 


Disoosrtiort jciosed 


:No Records 


Other f esc. 


xccpc'r;*?;! 
Reason: ; 


Reviewed |C 


Actual: 


Perfected Dar.e; 


: Reason 


Deadline : 
Processed Under: 


^Appeal Nurr.bei^^^ilfliL 




PppWaivpi_ 


1 1 

\ego:iated 

No Record 

Non l-npotec Media 


b6 

b7C 


b5 

b7E 


















































■ At the time OIP has resolved the appeal, the 
appeal reference will be closed in the system. 

■ Depending on the decision that is made by 
OIP will determine if an Appeal is opened 
subsequent to the Appeal Reference. 
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Access the Appeal 
Reference from the 
STATUS Tab of the 
FOIPA case and 
double click the 
Appeal Reference 
from the bottom 
window. 



try Status ^Expedite; Fee Waiver* Case Searches § Case Fites j Documents $ Work Items;! Releases; Case Fees! History; 
D. rt it Status: !Out of Workflow 
l Delated: ^ : ; 5 


frfo Flag 


itvc Has j *op : ied 


Disposition Iciosed 


:No Records 


Other f esc: 


101 - 06-2011 


Actual: ;0 


■ Renpsned 
Reason: ; 


R viewed *0 


Released 


Perfected Date: 


Assigned Backlog Date: 
Assigned FOIPA Date: 


Suspension Reason- 


Direct Assign User: 


Processed Under: 


Anp-:>o! Reti 




Status Date ! Status 

ISIISLIMIISI 


Appeal Number - Attorney 


Date Reed I Assigned To- 








y.sSjS \ \ } 
.WVW\v • --•' 


; txpedite 




1 



Negotiated 

No Record 

Non-lmported Media 




W: v : v 
?.;•••> 

VN 





5 ': 

Si:? 












































Created Date 


Modified Date 


Modified By: 


^Appeal t 


Status Date jiV 105-03-2013 
Adjudicated Date jjp 105-03-2013 
Assigned DaleijP 05-03-201 3 


Status 


Closed 


Disposition 
Assigned User 
Closed Date 

|| 

^.Attorney Name 


Remanded (FOI/PA Process) 


Closed By 


FOI/PA J 


Created Date 


Subject Description 


Sub-Description 


Subject Type 
Case Type 
Sub Sub-Type 


Subject Category 
Sub-Type 


Case Status 


Closed Reason 


Closed Date 
Reopen Date 
Suspend Date 


Reopen Reason 
Suspend Reason 


Change status to 

CLOSED 

Select DISPOSITION 

(Affirmed, Remand, 
Administrative, DRC 
Review, etc.); 

ASSIGNED USER and 

ADJUDICATION 

DATE 

Enter name of OIP 
Attorney 

Click SAVE and exit 
out the GREEN 
DOOR 


b5 

b6 

b7C 




































■ For closings that do not require further action 
(affirm, administrative, etc.), the appeal 
reference will now be closed and disappear 
from the Appeal Reference folder. 

■ For Remand or DRC review closings, an 
"Appeal" must be opened. 
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Created Date 


Modified Dale 


Modified By 


Appeal # 


Status 


Closed 


Status Date §*' 105-03-201 3 


Disposition 
Assigned User [ 
Closed Date 


Remanded (FOI/PA Process) 


Adjudicated Date p'' 05-03-201 3 
Assigned Datep'' J05-03-2013 


Closed By 


Attorney Name 


FOI/PA# 


Subject Description 


Sub-Descnption 


Subject Type 
Xs Xgse Type 
Sub Sub-T^e 


Appeal Remanded. 

Do you wish to close and create appeal case? 


iCase Status 


Closed Reason 
Reopen Reason 
Suspend Reason 


Closed Date 
Reopen Date 
Suspend Date 


Appe.ilRecortl 


When closing the 
appeal reference as 
REMANDED, you 
will be prompted to 
create an appeal 
case the second you 
click the SAVE icon. 
You will also have to 
select an ASSIGNED 
USER. 

Click YES 



J - Receive Date 

■}'] -03- >011 Created Date 



jpSP;Subject Category 

—-~~-— 


b5 

b6 

b7C 













































CaseTvg®. 

Type jAppeal 

Sub-Type j 
Sub Sub-Type I 


M- Af-pesi iaf^essSt 


|i Previous FQIPA#" 


Appeal #* 


Receive Date ^ 05-23-2012 * 

•.l .1 V. ;:.i'.>i:c-.T : 

jHQ-FBI Headquar^ii; 

;AA-Ankara 

;i AC-Accra Add» I 

jj; i AD - Abu Dhabi s; .. 

S AG-Algiers j « Remove! 

!AH-Athens j . 

;AL-Albany 
i AM-Amman 
C [AN - Anchorage -is 


Release Type" 

SeiectsdC-ig price' 


Max Cost {$)* 

:vic;rr:p.:cv Flags. 

Congressional Inquiry 
Expedite 


PPcscd Into RvCi 


i Jo Record 
Non-lmported Media 


<< Remove 


Reset 


Cancel 


Continue 


|. 

§ Ready 


b5 

b7E 


Clicking YES 
automatically 

transports you to 
CASE CREATION 


Important fields will 
auto-populate! 
Ensure that Case 
Type shows 

APPEAL, Sub-Type 

is filled out, and that 

the APPEAL 
INFORMATION box 

has correctly 
populated. 


nitia 












































Initial Process: 
Creatinq a 
Remanded Appea 


s Enter all required 
General Case Details; 
Sub-Type; 
Originating Office; 
Release Type; Max 
Cost (Ifapplicable- 
also enter any 
Information Flags) 

6 Click CONTINUE 

?. You will be notified 
that the appeal has 
been created. This 
means the FOIPA 
case is re-opened. 

8 . Click OK and scan in 
OIP adjudication 
letter. 



| <• General Case 


Type iAppeal 


Previous FOIPA#* 


Appeal r 


Receive Date 05-23-2012 « 

;•••• Ory:tit)te:'j Ori:Ce*. 

: jAA-Ankara :||l | 

: IAC - Accra 

AD-Abu Dhabi Add » 

: iAG-Algiers 

; • AH-Athens r «Ftemove 

: lAL- Albany 
: I AM-Amman 
i: :AN - Anchorage 
j IAQ-Albuquerque W. \ 


Release Type* I CD 
• Seleaed Or* Otas* — : 
IHQ- FBI Headquarier l j 


Max Cost £$)*: 

:• inkirmrT.tan Flags. 

Congressional Inquiry 
E -pedile 


« Remove 


Non-lmported Media 


las successfully created. Please load the request letter onto the scanner: 


Cancel j ^Continue; 


b5 

b7E 






























Newly-opened appeals do not receive a new 
extension (i.e. they do not become -ooi, etc.). 
Newly-opened appeals go to the 

' ' 11 I'JUIIIUC 

"GC IPU Work" queue and will have an~/v in 
front of the case number 


II Case Number 

! Case Type j Received Date 

I Subject 

1 1 

4 

1 —k 


j AP 201 3-05-03 



Appeals are extremely important. The new 
system streamlines processing and minimizes 
the possibility of errors. 
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